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Chapter 1: Accessing the Employer Self Service (ESS) Portal 
The Employer Self Service (ESS) portal is the online system used to submit most required reporting as 

well as view available account information.  Before attempting any procedure described in this manual, 

ensure that you know how to access the system and that your contact information is correct.   

To access ESS, navigate to www.psers.pa.gov in your web browser.  ESS is compatible with all three 

major browsers (Google Chrome, Firefox, and Internet Explorer) but  works best with Google Chrome. 

There are two ways to access ESS from the PSERS website:  

1. Use the “EMPLOYERS” tab on the far right within the top banner, then select “EMPLOYER SELF 

SERVICE” from the dropdown menu. This is shown in red below. 

2. Select “EMPLOYER LOGIN” located within the gray banner, which will take you directly to the 

ESS log in screen. This is shown in green below.  

 

 

Using the Employer Tab to access ESS will take you to the Terms and Conditions page. To reach the ESS 

login screen, you must scroll down and ACCEPT the terms and conditions. 

 

 

 

http://www.psers.pa.gov/
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After accepting the Terms and Conditions, you will see the ESS log in screen: 
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Enter the User Name and Password (PSERS ID) provided to you by PSERS.  If you do not have a User 

Name set up yet, see Setting up Your Online User Names and Passwords for more information. 

After entering your User Name and Password, select the “Log In” button.  The ESS Homepage appears. 

This is your main screen for the ESS portal.  All of the online functions described in this Employers 

Reference Manual are accessed from the Tabs located from left to right across the top of the page. 

 

 

 

 

Requesting User Access for the ESS Portal  
You must complete and submit a PSERS Employer Reporting Systems User Access (PSRS-1270) form to 

request access from PSERS to use the ESS portal.  The PSERS Employer Systems User Access (PSRS-1270) 

form is on the PSERS website, under the Employer Tab, under Forms. You may also request this form by 

calling the Employer Service Center toll-free at 1.866.353.1844.  Your signature, and a co-signature from 

another person in your business office are required for this form to be processed.  

PSERS recommends that each employer have at least two users with access to the Employer Self Service 

portal. 
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PSERS will process your request and will send you; 1) an email containing your User Name and, 2) a 

letter - via U.S. mail - containing a PSERS ID for your ESS account.  The first time you log in you will be 

required to set up a new password as well as select, from a pre-established list, three security questions 

for use in resetting the password going forward.  NOTE: The ESS portal will prompt you to change your 

password every 120 days.  
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MFA ɀ Multi Factor Authentication  
Multi-Factor Authentication (MFA) is one of the most effective ways to prevent security threats to 

protect sensitive data.  MFA is an authentication method in which a computer user is granted access 

only after successfully presenting two of more pieces of information (factors). This is to ensure that 

sensitive data is kept secure and is only available to the authorized user.   

You will be required to perform an MFA transaction when you log into ESS for the first time as well as on 
the same schedule that you are asked to update your password. ESS users are required to update their 
ESS password every 120 days. You may update your password more frequently if you wish. This will also 
trigger an MFA transaction. 

When you are prompted to complete the MFA transaction, you must choose a method to receive a 
verification code. Available information for you to choose from, such as your email address and phone 
number, are pulled from the contact information displayed in the Contacts tab in ESS. If one of those 
fields is blank in your contact record, then the field will not display on the screen as an available option, 
so it is important to enter in as much information as possible when creating a new contact inside 
ESS. Additionally, it is your responsibility to update your contact information if there is a change 
to your phone number or email address.  

*NOTE: Employers should use email to receive their verification code to complete MFA unless they 
already have a contact phone number that will allow for a direct call/text. MFA outreach does not 
handle phone extensions. 

Select the method in which you wish to receive the verification code. After selecting the verification 
method either via email or phone, click Next.  
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The verification code is then sent via the method selected. There is a 15-minute time limit to which to 

enter the verification code. Once the code has been received the user will enter the code into the 

screen, then click Done.  

If a different verification method is preferred while on this screen, click Cancel and restart the login 
process. 

There is a check box beside Remember this Device by selecting that check box the MFA does not need 
to be completed for each login. This is only an option for employers accessing the ESS portal. Remember 
you will still be prompted to use Multi Factor Authentication when prompted to update your password.  

 

 

 

What do I do if my verification code does not work?  

Time Limit expires: If you do not enter the code within the 15-minute time limit, a pop-up message will 
appear stating that your verification code has expired.  Click Resend Code to receive a new code.  

Verification code is not received: If that code is not received, or if the code expires, click Resend Code 
to send a new code via the selected verification method. The 15-minute countdown restarts when this 
new code is sent.  

¶ Check your spam/junk email folder in case verification code got stuck there. 

¶ Verifying that your phone number or email address is correct  
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¶ Your main office number may have an extension - MFA outreach does not handle extensions.  

¶ Works best with Google Chrome. 
 

System will not accept verification code: The verification code is looking for a 6-digit number. If you 

receive your verification code by text or email and double-click on it to copy and paste, an extra space is 

sometimes also brought forward. If the system seems to be rejecting your verification code, look to see 

if there is an extra space behind the last number.  

 

Forgot User Name 
When an employer forgets their User Name, the user should click the ‘Forgot User’ link on the Login 
Page. Clicking the link will begin the Forgot User Name process. There are two screens within this 
process.  
 

 
 

In the Forgot User Name screen, the user enters the email address that was used when registering for 
ESS.  Then, the user clicks ‘Ok.’ If the email address is found in V3, then V3 sends an email to the user 
with their ESS User Name. Next, a Forgot User Name Confirmation window will appear. The user can 
then click ‘Login’ to return to the Login Page. 
 

 
 
 

 

 



 

8  Employers’ Reference Manual – Chapter 1 Revised:  08/25/2020 

When an employer forgets their password, the user should click the ‘Forgot Password’ link on the Login 

Page. Clicking the link will begin the Forgot Password process. There are four screens within this process.  

In the Account Lookup screen, the user enters their ESS Username and clicks ‘Next’.  If the User Name 

exists in V3, the process continues to the next screen 

 

 

 

In the Security Questions screen, the user answers the Security Questions that they set up when 
registering for ESS (i.e., the first time they logged into ESS).  When finished, the user clicks ‘Next’.  If the 
questions were answered correctly, the process continues to the next screen. 
 
 

 
 



 

 

 

 Employers’ Reference Manual – Chapter 1 Revised:  08/25/2020 9 

In the Password Reset screen, the user updates their password and clicks ‘Confirm’. They then continue 

to the complete screen. 

The complete screen indicates that the user has successfully finished resetting their password. The user 
can then click ‘Login’ to return to the Login Page or can simply wait to be returned to that page. 
 
 

 

Add a New Contact 
There are many occasions when PSERS needs to contact an employer.  To ensure that PSERS 

communicates with the correct person about each issue, keep all your contact information current. 

 

A new contact may be added by selecting the “Add a new Contact” button under the “Contacts” tab. 

 

 

After selecting “Add a new Contact” the “New Contact Search” screen will appear. Enter the new 

contact’s last name in the empty search box and then select the “Search” button to ensure that the 

contact is not already in the system.  

 

 



 

10  Employers’ Reference Manual – Chapter 1 Revised:  08/25/2020 

 
  

 

 

 

 

If no matches are found, then the “Add Person” button may be selected to move to the “Add Details” 

screen where all pertinent Contact information should be entered. First Name, Last Name, Role and 

Start Date are all required information.  After entering the information, the “Next” button should be 

selected to move to the “Confirm” page. 
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IMPORTANT: You must enter a stop date for a role before adding a new contact for that role.  

Example: Your new staff person Betty will be taking the Monthly Reporting role. Sarah is currently listed 

as the Monthly Reporting contact. You must update Sarah’s contact information by entering a stop date 

before you enter Betty as a new contact for this role. 

 

 

Provided all the information is correct the “Confirm” button should be selected.  The “Back” or “Cancel” 

buttons may be selected to either revise the information submitted or cancel the addition of the new 

Contact’s information.   
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Updating  an Existing Contact  
If there is a change regarding an existing contact, this information should be updated as soon as 

possible. 

To update contact information, select the “Contacts” tab.  The “Contacts” window will appear showing a 

list of all contacts.  Select the “Actions” menu to the left of the contact you would like to edit and then 

select “Details.”  

 

 

 

 

After selecting “Details”, the “Demographics” page will display for the chosen contact and by selecting 

the “Change” button the contact’s information may be modified on the next page shown. 
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Make the desired changes to the Contact’s information and then select the “Next” button. Following 

this, a confirmation disclosure page will appear, and the “Confirm” button must be selected to complete 

any edits.  The “Back” or “Cancel” buttons may be selected to either revise the information submitted or 

cancel the modification to the Contact’s information. 
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Contact Role Descriptions  
Monthly Reports The person who will submit monthly Work Reports to PSERS 

Employer Newsletter The person who should receive a PSERS newsletter with information 

pertaining to business operations 

Refunds The person who should be contacted regarding any refunds of 

contributions being processed for a former employee 

Retirements The person who handles retirement application processing within your 

district or entity 

Business Manager The Business Manager or person in charge of Accounting 

Information Technology The person in charge of your Information Technology (computer) needs 

Healthcare The person who handles the health care program/insurance for your 

employees 

Superintendents The individual who oversees the activities of the entire entity. 

¶ For a school district, this is the District Superintendent 

¶ For a charter school, this is the Director, Principal, Board 

Chairperson, or other relevant position 

¶ For a non-school entity, this is the CEO, President, or other 

relevant position 

Member Newsletter The person who should receive a copy of all newsletters that PSERS 

sends to its members (your employees) 

Purchase of Service 

Receivables 

The person who coordinates the completion of forms and the payments 

of Purchase of Service for the members (employees) and employer 

Member 

Demographics/Contracts  

The person who enters Member Demographic Records and Member 

Contract Records for employees 

Employer Statement of 

Accounts 

The person who receives Employer Statement of Accounts (billings) from 

PSERS.  This Employer Statement of Accounts shows the following 

activity: 

¶ Member Savings 

¶ Employer Share 

¶ Member Purchase of Service Payments 

 


